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Paraprofessional Series

This is a multi-part part series offered for paraprofessionals.
Verification of orientation training necessary for each
paraprofessional to perform duties as assigned is present. The
Federal Regulations and the Missouri Office of Special Education
Compliance Standards and Indicators indicate that paraprofessionals
who do not hold teaching certificates are required to have received
fifteen clock hours of training within six months of hire including
orientation and initial training prior to working with the student. A
minimum ten clock hours each school year thereafteris also
required.

This is a multpart series offered for paraprofessionals. Verification of orientation training
necessary for each paraprofessional to perform duties as assigned is prEiseritederal
Regulations andhie Missouri Officef Special Education Compliance Standards and
Indicatorsindicate that paraprofessionals who do not hold teaching certificates

required to have receivefifteen clock hourof training within six months of hire including
orientation and initial training prior to working with the student. A minimum of ten clock
hours each school year thereafter is also required.



Objectives
[
Part 3 of this series will provide information about:

* organizational structure of the school district; and

* learn how to effectively communicate with students
and adults.
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The objectives for this webinar are to understahe organizational structure of the school
district and to learn how to effectively communicate with students and adults.



Guide to this Webinar
1

Handouts:

* HO #1 — Guided Notes for Strategies for
Communicating with Students

* HO #2 — Communication Log

* HO #3 - Information From Today
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Please take a moment to make sure you have the handouts listed on the screen available

for your use throughout the webinar. During the course of this training, you will be

directed to pause the webinar to review and reflect on content or activities, using these
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Communication and Teamwork webinar.



Organizational Structure
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It is important to know this structure so you can follow the appropriate order and
understand the daily routine. Each district's organizational structure is different. Be sure to
follow your district'sorganizational structure.



Organizational Structure
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Each district has a unique structure that helps them do
business.

It is important to know the structure of the district.

Examples:

* Board of Education

* Superintendent

* Assistant Superintendent/Director of Special Education

* Building Principals

* Assistant Principals

* Teachers

* Staff
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Each district has a unique structure that helps them do business. It is important to know
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Examples could include: Board of Education, Superintendent, Assistant

Superintendent/Director of Special Education, Building Principals, Assistant Principals,
Teachers, and Staff. As a paraprofessional, you are considered a staff member. If there is a
guestion, the paraprofessional would go to her teacher. If there is a concern about the
classroom or the teacher, the paraprofessional may want to talk to the building principal.

Please take a moment and reflect on how this looks in your district and building. Is this
example similar to what you see?
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Organizational Structure and Evaluation

Process
* All paraprofessionals participate in a personnel
evaluation process
* The district decides how often this occurs
* |t may be once or twice a year

* The district determines who will conduct the
evaluation

Do you know the evaluation process in your district?

A part of the organizational structure of districts is the evaluation process.
Paraprofessionals are considered staff and participate in an evaluation process. The district
decides how often this occurs. It may be once or twice a year. The district determines who
will conduct the evaluation.

Do you know the evaluation process in your district?



Communication
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At this point in the webinar, we will discuss effective communication strategies as you work
with students and adults.
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When Communicating

* Avoid specifics.

* Don’t distort, exaggerate, or confuse information.
* Always be positive and focus on strengths.

* Don’t label children as “your students.”

* Avoid using student names.

* Develop a standard response.

* Refer questions to the teacher.

* |f you don’t want to answer, or are unsure, then
don't.

Adapted from The Master Teacher, PDXPERT

When communicating with parents, friends, family, students, and all others, it is important
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Communication and Confidentiality

* Respect the privacy of students and their families.

* Know the laws — Family Educational Rights and
Privacy Act (FERPA) and Individuals with Disabilities
Education Act (IDEA).

* Be selective with whom you share student
information.

* Be careful and thoughtful about what you say.

* Realize that you may not be able to answer every
question you are asked.

Part 2 of this series was dedicated to confidentiality and mandated reporting; however, it is
important to review as we discuss communication.

Respect the privacy of students and their families. Know the ¢afzamily Educational

Rights and Privacy Act (FERPA) and Individuals with Disabilities Education Act (IDEA). Be
selective with whom you share student information. Be careful and thoughtful about what
you say. Realize that you may roet able to answer every question you are asked.



By embodyinghese characteristics, you can work with students to help mold their
behavior while helping to make sure their needs are nigtese characteristics are
respectful and honor all students. They are: honesty; confidence; openness, care, and

empathy; and humor.



